                             [image: image1.emf]


             POPPY PRE-SCHOOL &                                 

             OUT OF SCHOOL CLUB

        OFSTED REG: 2574429
SUPERVISON POLICY

STATEMENT OF PURPOSE
Poppy Pre-school believe effective supervision and monitoring of all staff is essential to individual health and well being and in encouraging personal and professional development.

The quality of the provision is enhanced when practitioners have the right skills and qualifications to work to a high professional standard.

Research into motivation has shown consistently that excellent managers do three things with their staff.

1. Communicate with their staff regularly, discuss achievements and problems

2. Set specific, achievable but stretching objectives

3. Ensure opportunities for learning and development

LEGISLATION
It is a requirement that all settings implement a Supervision Policy.  Also, a number of employment acts and regulations influence how this must be provided.
THE AIMS OF MANAGERIAL SUPERVISION

It is essential that managerial supervision should support, direct and monitor the work, at the same time as encouraging personal and professional development of the individual.  It is an agreement between the number of staff and the Manager/Supervisor to systematically examine work progress.

Supervision enables the supervisee to:

· review her/his work

· examine performance and discuss good practice

· prioritise workloads

· review targets 
· explore methods of working practice

· plan and evaluate

· improve performance and effectiveness

· discuss equal opportunities issues

· identify training needs

· raise any individual work-related concerns

The purpose of managerial supervision is to:
· ensure that staff know what is expected of them

· discuss the issues raised by the work

· increase the effectiveness of the member of staff and their work

· review agreed targets set in induction, supervision, or any other appropriate work target action plan
· provide a means through which accountability is achieved

· monitor and direct work

· identify training needs and assist in staff’s continuous professional development (CPD), to ensure all up to date to include Safeguarding, First Aid, Behavioural Management, Health & Safety, Observation & Assessment and Child Development

· ensure that health and well being at work issues are addressed

· to ensure staff operate in an anti-discriminatory way and in line with organisational and professional codes of practice

DEFINITION OF SUPERVISON

Supervision is a regular meeting between the Manager/Supervisor and supervisee in order to meet organisational, professional and personal objectives.  Supervision forms a key part of individual performance management.  It underpins the induction programme (for newly appointed workers) and is the foundation on which appraisal is built.

SUPERVISION AGREEMENTS

Arrangements for supervision will be laid out in the supervision timetable, located in the folder or on the wall in the office.  The agreements will be subject to an individual supervision agreement and will be recorded in an appropriate format and signed by both the Manager/Supervisor and supervisee.

FORMAL AND INFORMAL OR ‘AD HOC’ SUPERVISION

Supervision will be recognised by regular, planned, private, one to one meetings, on an ongoing basis between a member of staff and the manager/supervisor.   Even when supervisees and managers/supervisors work closely together, it does not eliminate the need for private one to one time together on a regular basis.  The focus of these sessions is wholly on the individual, their performance, their development and any issues arising from their work that do not arise on a day-to-day basis.  It is normal to expect that there may be discussions and decisions about daily work issues, problems arising, or changes in policies and procedures that emerge in group meetings and unplanned ‘informal’ or ‘ad-hoc’ discussions.  However, when decisions have been made in between formal supervision sessions, the worker must make sure that any decisions made are clearly recorded.

MINIMUM FREQUENCIES
Individual supervision meetings will be held at least a minimum of 3 times per year.  In some instances, it may be appropriate to conduct group rather than individual supervision sessions.

ROLES AND RESPONSIBILITIES OF THE MANAGERS/SUPERVISORS

It is the manager/supervisor’s role to provide the supervisee with guidance, advice, support and intellectual and personal challenges and feedback.  This should be done by way of agreed supervision meetings.  As part of the supervision process it is the managers/supervisors job to help the staff member do well by:

· explaining what is expected of the supervisee in their job

· arranging for someone to coach/mentor the supervisee where deemed appropriate

· enabling the supervisee to take up training and development opportunities
· providing written guidance where necessary

· letting the supervisee know when they are doing well and when they are not

· helping the supervisee to improve on the areas that they find difficult
· discussing any matters which impact upon performance at work

· providing support in relation to any distressing parts of the job, to enable the manager/supervisor to achieve this role they need to develop the following skills;

· knowledge and awareness

· effective questioning

· how their power effects the relationship

· analysing ability

· counselling

· listening

· coaching

· giving and receiving feedback

· creating an environment for supervising

· recording

If and where necessary play leaders and deputies should access training to enhance any supervision arrangements.  The Manager/Supervisor/Leader will ensure that formal supervision takes place for all staff for whom they have managerial responsibility.  The manager/supervisor will keep a record of supervision sessions for their staff.

ROLES AND RESPONSIBILITIES OF EMPLOYEES/SUPERVISEES
The supervisee’s role is to explore the progress of their work, provide information, highlight any difficulties they are experiencing, test out ideas, account for decisions taken, feel supported and valued, give and receive feedback and feel intellectually and professionally ‘stretched’.

The supervisee’s responsibility is to:
· attend all supervision sessions arranged

· use sessions positively and prepare for and contribute to the session

· implement any agreed actions

· take responsibility for their own continuous professional development (CPD)

To enable the employee to achieve this role and meet their responsibilities, they will need to develop these skills, knowledge and awareness

· active listening
· assertiveness

· creative thinking and problem solving

· analysing and reflecting on practice and learning

· communication
· giving and receiving feedback

· recording

SUPERVISION AGREEMENTS

On the first appointment or at any subsequent change of the manager/supervisor the leader/deputy will discuss arrangements for supervision.  The supervision form will be reviewed annually as part of the appraisal process.
DISPUTES 

Disagreements will be initially dealt with by discussion between the manager/supervisor and employee, or by reference to the managers/supervisors leader or deputy if necessary.  Any further dispute not dealt with in this way should be addressed within the usual ‘Capability’ or ‘Disciplinary’ procedures or through the complaints process.

RECORDING

The recording of the supervision sessions is the responsibility of the manager/supervisor.  Records will clearly detail any decisions that have been made, the reasons for these and any agreed actions including who will take responsibility and the timescale for carrying out these actions.  Records will be recorded during the supervision session and signed by both parties and a copy given to staff.

STORAGE AND RETENTION

A specific ‘supervision file’ will be maintained by the manager/supervisor so that the record can be reviewed at appropriate times.  

CONFIDENTIALITY AND ACCESS

Supervision is private but not a confidential process.  This means that the records are the property of the organisation, not the individual.  From time to time managers/supervisors may need to discuss the content of supervision sessions with others e.g., leaders/deputy’s’ or members of the Committee.  This will always be with the knowledge of the supervisee.  Access to supervision records will be controlled and all records will be locked in the filing cabinet in the office. Other people from time to time may require access to supervision records.  These might include;
· managers providing cover in absence of line manager/supervisor
· investigating officers ( e.g. for capability for disciplinary purpose)

· inspectors ( e.g., inspections)

· performance staff (e.g. for audit and quality assurance purposes)

OUR POLICIES & PROCEDURES ARE REVIEWED ANNUALLY
